Title: Employment Percent — Maintain Monthly Employee (PA30)

Employment Percent — Maintain Monthly Employee Transaction Code:
PA30
Purpose Use this procedure to change an employee’s Employment Percent for a monthly

Trigger
Prerequisites

End User Roles

employee. The percent indicated the amount of time an employee works per week
in a particular position.

Perform this procedure when updating the employee’s employment percent.
Employee is active in HRMS.

In order to perform this transaction you must be assigned the following role:
Personnel Administrator Processor, Payroll Processor, Leave Corrections Processor

Change History

Date Change Description
2/2/2009 Procedure created.
Menu Path Human Resources [ Personnel Management B Administration B HR Master Data

Transaction Code

Personnel Actions

PA30

Helpful Hints

Consider the following:

=  When updating the employment percent for an employee the Planned
Working Time (0007) and the Capacity util. level field on the Basic Pay (0008)
must match.

=  Part-time employees would be indicated by percentages below 100.

Q You may want to check the employee’s Basic Pay (0008) infotype for the Pay
Scale Level prior to performing this procedure. During the procedure the Pay Scale
Level will default to A and would need to be updated to the appropriate level if
necessary.
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The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type Description

Error
Example: @ Make an entry in all required fields.

Action: Fix the problem(s) and then click & (Enter) to validate and proceed.

Warnin m
& Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ Action: If an action is required, perform the action. Otherwise, click

ﬁ (Enter) to validate and proceed.

Confirmation ﬁ .
Example: Save your entries.

0 or ﬁ Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the above menu path or transaction code PA30.
=
HE masterdata Edit Goto  Exiras  LHilities  Settings  Systerm Help
& A @@ & B E Shasl EE @

Maintain HR Master Data
][22 ]| ] 31 [

| ¥ | Personnel no.
Find ...
< @
ic Personal Data Fayroll i Benefits i Titme Recording i Addtl. Persan... ||| E|
= Infotype text [e.] | |Period
= Actions ||| @ Period
:Organizatinnal Assighment From To
_Persnnal Data ) Today Q) Currweek
| |hddresses O Al 2 Current manth
| |Plannedarking Time ) From curr.date O Last week
| [Pasic Pay () Tao Current Date 2 Last month
| et Eeente || | ©current Period 0 Current Year
_Date Specifications E| |-E| ChosE |
FamilyRelated Person E
Direct selection
Infotype 5Ty

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no R An employee's unique identifying number.

Example: 629438

Click ﬁ (Enter) to validate the information and ensure you have the correct personnel record.

Select the blue box to the left of :IF'Ianned waorking Time v to select.
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5. o
Click “* (Overview) for an overview of all actions associated with the Planned Working Time
infotype (0007).
=g
_ Infotype Edit Goto Extras System Help
(v 1 AH e SHEIDDAN BE @
List Planned Working Time (0007)
()72 8] s
: |" Personnel No. 629438 | Name  [SMITHCURTISP |
Find ...|| PersArea :1 1 EI: Dept of Personnel EEGroup :ﬂ: Permanent
< F'Suharea:EIElEH:Nnn Represented EESuhgruup:Eﬂ_Manthlv(MJ OT Exem.. Status Active
M@ choose  [p1/01/1808[3) 1243179999
| |statDate [EndDate [wsrule [TIEmpl. [MoHrs [wichrs [HrsiDa [wkp.. [P [ai ]
09/2952008 12/31/9999 RO30 1 5000 174.000 40000 1000 4.00
HEHE 10/01/2006 0972872008 FULL 9 10000 17400 4000 800 500
——— 03/116/2006 0973072006 FULL 9 10000 174000 4000 800 5.00
01/01/2006 03152006 FULL 9 100.00 174000 4000 800 5.00 oo
01/01/2005 1273172005 FULL 9 10000 17400 40000 800 500X
6.
Click the blue box to the left of the current record
_][IQIE'QHI]EIB 12/31/9998 RO30 1| 50.00 17400 4000 10,00 4.00 to select.
@ The current record will have an End Date of 12/31/9999.
7.
T
Click (Copy) to copy and continue.
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=
Infotype  Edit Goto Exras Systern  Help

K 190000 EHR D000 B @8
Copy Planned Working Time (0007)

(2[R [EF work scheaute |

¥ | Personnel No. |629438 Name |SMITH CURTIS P
Find .|| PersArea {1118 Dept of Personnel EEGroup Eli Permanent
4 % PSubarea |8001] Mon Represented EESubgroup 81| Monthlyih) OT Exern.. Status  Active
Stant 09/29/2088] To  [12/31/9999)
 Work schedule rule -
Work schedule rule RB3D 24/7: M-Sn, 24 hpd
HEE Time Mamt status _1 1 - Time evaluation of actual times :] :
—|| [¥]Parttime employee Additional time 1D 100
Working time
Employment percent _ 5000 [¢] Dyn. daily work schedule
Daily working hours _ 12.00 r_ﬁn_. _ I“Iax_.
Weekly working hours 84.00 Min. | | Max .
Monthly working hrs | B7.00 Min. | Max.
Annual working hours _ 104000 Min. | Max.
Veekly workdays _ 7.uo

8.
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Start R This is the date on which the record begins

: The start date may impact payroll significantly.
Communicate with Payroll to ensure no interruption with the
employee’s pay

Example: 04/01/2009
Employment R The percent indicates the amount of time an employee works
percent per week in a particular position.

If increasing the percentage to 100, un-check the Part-time
employee and Dyn. Daily work schedule boxes. This is
important to ensure correct payroll calculations.

Example: 100.00 (Full-time)
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=
Infotype  Edit Goto  Extras  System Help

| @ 2 0B e SHEB Hn00 | AR @
Copy Planned Working Time (0007)
DI:I| Wiark schedule |

- P | Personnel Mo, |B29438 Mame SMITH CURTIS P
FersArea (1110 Dept of Fersonnel EEGroup |8 Permanent
e @} PSubarea [BOA1| Mon Represented  EESubgroup |81 Monthly(M) OT Exern.. Status  Active
Start B4701 /2009 Tn:u 12731/9999
Work schedule rule
Wark schedule rule FULL 5-8s: M-F 8 hpd
||]E|E| Time Momt status 99 - Time evaluation of planned times i
— || [ Part-time employes Additional tirme 1D
Working time
Employment percent 100880
Craily working hours a.o0
Weekly warking hours 40, 00
Manthly working hrs 174.00
Annualworking hours 2080, 00
Wieekly workdays 5.00

Click @ (Enter) to validate the information.
10.

& When validating information the user may get up to 3 warning messages:
Continue validating messages until the “Save Your Entries” message appears.

Warning Message Description

|(D) Attention” Please check Basic Pay infotype (0008) This message reminds the user to
be sure to update the Basic Pay
infotype (0008) if changes were

made to the Employment Percent.

|(D Employment percentage < 100 % (part-time work/dyn.work schedule?) | If the percent was changed from
100, this message indicates that
percentages below 100 indicates a
part-time work schedule.
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(D) Record valid from 04/01/2007 to 12/31/9999 delimited at end This message indicates the
previous record will be delimited

(end dated) effective 04/01/2007.

[] i
Click ; (Save) to save.

=
| HE masterdata  Edit Goto  Extras  Uilities  Seftings System Help

| & 1 0H @@ DHE anon BE 0B
Maintain HR Master Data

1|73 2 |}

- b | Parsonnel nao. 628438
MNarme  |SMITH CURTIS P
= @}‘ Persarea |[1110| Dept of Personnel EEGroup |B| Permanent
PSubarea |QOO1 | Mon Represented  EESubgroup [O1 | Monthlyibdy OT Exem .. Status  Active
Basic Personal Data Fayroll . Benefits . Time Recording |, Addil. Person. |, m
=~ Infatyne text |E..|_| Perind
T Actions o | ||| ®Period
:OrganizatinnalAssignment o Fraom To
_Persunal Data o ) Taday O Curraweek
| [Addresses o O Al O Current manth
| |Planned Working Time 4 ) Frorm curr.date O Lastwesk
| |Basic Pay L () To Current Date () Last month
I Sl =l ¥ | ||| OcunentPeriod O Current ear
| |Date Specifications W [«] |E| FT— I
Family/Related Person w E|
Direct selection
Infotype Flanned Warking Time STy

@ Once saved, the user will be taken back to the Maintain HR Master Data screen.
The Basic Pay infotype (0008) must be updated as well.

& When updating the Employment Percent field the Planned Working Time (0007)
and the Capacity util. level field on the Basic Pay (0008) must match.

12. From the Maintain HR Master Data screen, click the bue box to the left of
I_IEIaSic Pay o

to select.

7 of 11

WSD Personnel



Title: Employment Percent — Maintain Monthly Employee (PA30)

=
| HE master data  Edit Goto Extras Wilities  Settings  System Help

| @ B0 @@ LN DDon B 2B
Maintain HR Master Data

[S]|P73) % ]| e

- * | Personnel no. 529438
Name  |SMITH CURTIS P

e @ﬂ‘ PersArea (1110 Dept of Personnel EEGroup [B| Permanent
FSubarea 001 Mon Represented EESubgroup (81 Monthlyih) OT Exem.. Status  Active
5ic Personal Data Fayroll . Benefits . Time Recording . Addll. Person.. [}, m
=10 Infotype text [e.] | [Period
= Actions v | ||| ® Period
:OrganizationalAssignment o From |4/1/2009
| |Personal Data o O Today O Currweek
| |Addresses v O Al O Current manth
| |Plannediyorking Time L O From curr.date O Lastweek
| |Basic Pay L4 (O Ta Current Date (O Last manth
| [Chummerlimeits v || | ©current Perind O Gurrent Year
| |Date Specifications v [«] |-E| choose |
FamilwRelated Person 14 E|
Direct selection
Infotype STy

13.
Choose the radio button @ Pefiod i the Period area

& Only one button can be selected at a time.

14. R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Fr C The effective date of the action.

Example: 04/01/2009

15. B

Click (Create) to create a new record.
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Subtype ] Basic contract
Salany
Reason & Capacity LHil. Level 50.00
PS type BE|  Mon-Represented Wiork hoursiperiod 43 .80 Semi-rmonthly
FS Area 01 Mextincrease
PS group 62 Level & Annual salary 54,504 Ush
Wa... |Wage Type Long Tesxt |0..|Amuunt |Curr... |I |A...|NumberIUnit|Unit
10681 Base Rate s Houtly Wage usp I
gD
JSD H
ISD
IsD
UsD [=]
UsD | [~]
K1jDj [ | [¥]
IV |pds01 /2089 - 12#31#9999@] B.aa |Ush

16. R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Start R

The beginning date of the record.

@ Verify the date as it should have defaulted in with the
From date indicated on the PA30 screen.

The start date may impact payroll significantly.
Communicate with Payroll to ensure no interruption with
the employee’s pay.

Example: 04/01/2009

Reason R The reason for the change in pay.

@ If you do not know the number for the Reason, you can
click the @ (Matchcode) to open the selection list.

Example: 00 (No Reason)
Capacity util. R The percent indicates the amount of time an employee works
level per week in a particular position.

@ Information will default in from the position.
Example: 100.00 (full-time)

Level 0] This defines the step within a range for compensation.
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@ Level A will default into the field. You may need to
change the level.

Example: A
Next increase 0] This is the date of the next scheduled increase in pay.
Example: 12/01/2009

=
| Infotype  Edit Goto Wage types  Bxiras  Systern Help

| & 1 IB e@e DO nnoan BE QB
Create Basic Pay (0008)

| Salary amaunt

Payments and deductions |

Parsonnel Mo, |629438 MName SMITH CURTIS P
FPersarea (1110 Dept of Personnel EEGroup |8 Permanent
FSubarea 0801 | Mon Represented  EESubgroup (81 Monthlyid) OT Exern . Status  Active
Start g4/017/2009 to 1243179999
Subtype £} Basic contract
"]Em Fay scale
— || Reasaon 08 Mo Reasan Capacity Litil. Leval 100,080
PS type oo Mon-Represented Work hoursfperiod a7 .00 Semi-manthly
FE Area [ Standard Progression Mext increase 12/01/2008
FS group G2 Lewel L Annual salary 1,496 00 |USD
Wia.. |Wage Type Long Text |O..|Am0unt |Curr... |I |A...|Numben’Unit|Unit
10683 Pay Period Salary 2.8979.00 LUsD 1
(l={n}
JsD
JsD
LISD
UsD [=]
UsD | [~]
[ [ <[]
IV |D4/01/2009) - 12#31#9999&'1' 2.,8979.80 |(UusD

Click g (Enter) to validate the information.

[] ]
Click ; (Save) to save.
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19. |=
HE masterdata Edit Goto Exras  Uilities Settings  Systern Help

| @ 100 @0 CHE DDo0 DR @E
Maintain HR Master Data

(]| P2} )| T

- b | Personnel nao. 529438
Marne SMITH CURTIS P
< B | Persarea [1110 Dept of Personne| EEGroup |0 Permaneant
PSubarea [DO01 | Mon Represented  EESubgroup (81 Manthly(M) OT Exermn . Status  Active
Basic Fersonal Data Payroll i Benefits i Tirme Fecording i Addtl. Persan... ||| E|
<0 Infotype text |E..|_| Period
= Actions « | || | ®Period
:OrganizationalAssignment o’ From |B84/81/2009|Ta
| |Personal Data o O Today O Currweek
| |Addresses v Ol O Current manth
| [Plannediorking Time L ) Fram curr.date ) Lastweek
| |Basic Pay 4 (O Ta Current Date ) Last month
| CliEis B v ||| | ©current Perind O current Year
| |Date Specifications ¥ [«] |E Chonse I
FamilRelated Person o [»]
Direct selection
Infotype Basic Pay STy

@ The system displays the message, "Record Created."

20. You have completed this transaction.

Results

You have updated the employee’s employment percent in both the Planned Working Time (0007) and
Basic Pay (0008).

Comments

None.
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